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Preface 



Yhe Teacher's Gui4e to a Vocational Education Common Core Curriculum was 

* deyeloped by hien\behof Oie W^terp States^Curriculum Council, which ihcUides vocational 
educators frani Americun Samtfa, Arizona^ Californra/G\jam, Hawaii, Nevada, and the Trust 
.TerrUpries of the Pacific. Wonk'^on the document was begun in February, 1976, at a Western 

* States Curriculum Council conference, hetd;in»San'Diego. Su^bsequent work sessions" Nvere 
*held, during the enSuing'Tiine months in Sacramento, San Francisco, Honolulu, ^nd again in 

Sacraitiento. ' . • . ^ - • 

^ * The'^hetdf' for a vocational education common core curriculum h;is never beea greater or 

s more evident. An increasing number of vocatioiTally trained -^oung people are finding 
themselve^ujnable to ^wa//2/a7rtv^niplo^ment, notpecause they luck technical competencies, 
JBut becaSse'lhey lifck the^bad^se of skills, a\itudes, and values that are necessary in all 
^rocatiQnal areas. In short, .their vocational training hlas been limited to experiences in a 
single subject area; and this limited training has left them deficient in the required affective, 
cognitive, and psychomotor competencies, * 

*% • Tq hfelp ifieei the^eeds of both students and- a highly teciipical and rapidly changing 

* society, vocxitional educittors are currently engaged* in efforts to revise, the vocational 
educatiou purricula. This Teaeher's Guide to a Vocational Education Coriimdn- Core 
Curridulum^ a ^fnajor -part of that revision effdrt.,;Its content {Provides for a 

, comlxioaCore, interdisOplinjiry approach to vpcatic^al training and for" increased emphasis 
on the c^hdepf ^pf career education and the role of vocational education within that 
confiept. > ' - . ^ * . ' . ' V, . ' , 

,A major problem in previous efforts to develop a common core curriculum was the'Jack 
of agreement on a definition of the term common core. For purposes of this document, thS 
term common core was defined \^ include the combination of knowledge, attitudes, and 
'skills,* exclusive of technical competencies specifically identified with a particular occupa; 
tional area or closely r'^ted ocqupational areas, that an individual must have to maint^a^n 
employment. v . 

Users of the teacher's g&ide should note that it is intended to be a working document, 
"^not a completed work.* Further efforts by^the Western Stutes Curriculum Countil^will 
involve the determination of speci'fic objectives for students, learning activities, and 
^ evaluation proce/lures. ^ ' ' * - — i 

The Westernr States Curriculum Council wishes to express its gratitude to the ma^iy 
persons who contributed time, effort, and materials to the preparation of this document. 
Special thanks and recognition are extei^ed to^the following individuals, who assi^med 
r&ponsibility fo? compilation of 'the teacher\ guide: Mary Cote, Linda Gilliland, Robert 
Kefwocfd^and John Komar, Arizona; John Boogaert, M. Frances Rosen, Tom Schrodi; and 
Patrick W. Weagra|r,iCaUfomia; Reter Nblson, Guam; John' Rantala, Barbara White, and Fred\ 
' YSmamoto, Hawaii; Carol Chapin and Bill Trabert, Nevada* and |Ienry Hoff and Greg 
Porter, Trust Territories of the Pacific* » • ^ ' 

Coordination of all developmental activities was .provid^b^ the Western States- 
Curriculum Codncil Project of the California State-Department oT^ducation. * 
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Format of the Guide 



The. goals contained in the Teacher's Guide to a .Vocatibnal Education Comtfion Core. 
Curricukm^focus on^six basic areas,, or concejJts; df student development: ^(l)r self- 

.. awareness; "(2) career developmertt; (3) interpersdnal relationships: (4) job acquisition, 
maintenance;. progression, and change; (5) personal money managem^it; and (6) general 

'skills develqpinent. All goals are purposely of a' general nature to allo\« for adoption or 
adaptation on 4he^ basis of local nee(Js. ' •. , ' 

EaQh of the six major sections includes a summary outline, primary goals, secondary 

, goals to "be achieved in the .attainment of each prihiary goal, and some suggested 

" instructional techniques and activities." Primary goals' are designated by uppercase letters; 
se.condary goals 'are de_sigoated by lowercase le^tte^sr^^ the suggested techniques and^ 
activities are .desigijated*by a c'^bination of uppercase letters and arable nurrierals, given in 

o parentheses at the conclusion of eac#secondary goal. The letter designations {A, G, and P) 
■indicate\o the user the domain(s) involved iri the accomplishment .of a goal: affective (A), 
cognitive (C), and/or psyc^pmotor (P); and the number? refer to the specific techniques or 
activities 'suggested fof -use* Tlie letter-number combinations are^ke>;ed to the material 
below." For example, the entry (P-IS) would indicafe that a 'suggested.^actiyity is the • 
' tfiirteenth listing under the he^sling°"Psychomotor." The thirteenth eptry in that column is 
"Slide presentations'," whicii means that the -use of slides- is recommended for effecting 
"Student accomplishment of the secondary goal under consideration- • • . _ " 

Key to Instructional Techniques anH Activities for Accomplisjiing Secondary Goils 



Affective (A) 

I /Br-amslorming } 
2t Ca$c studies . * 

3. Consensu^ building 

4. Conimitmctit expression 

5. ComparatiN^ctivities 
6: Denionstratic^ • ^ ^ 

7. Discussions 

8. Jixplorations 

9. Gai]ics ♦ 

10. Group eval,u;^tions 
ri . Group guidance activities 

12. Interviews ' 

13. Learning excursions 
l4*Loops(feedytick) 

15. Manipulative activities 

16. Observations 
\1. Parent visitations 

18. Peer teaching' 

19. Problem /olving 

20. Research projects 

21. Resource speakers 

22. Role modeling 
'23. Role playing 

24. Self-asA|ssments » 

25. Simulations 
Student enterprises 
Student-generated audipvisual 
activities 

28* Tapes / 
29. rutoffng . . 



\ 



Cognitivl(C) 

ivBramstoriping ^ " ^ 

2. Ca'se^dies 

3. Comparative activities 

4. Diagramming • 

5. Discussions • , « 

6. Drills ' * * \ 

7. Explorations ^ 

8. Filtris and filmstrips • 

9. Games ^ 

10. Learning excursions 

J 1 . Manipulative aiJtivities 
M2. Observations ^ 

13. Parent visitations 

14. Problem so{ving * 

15. Readings" * 

^6. Research projects 

17. Resource speakers 

18. Role modeling • • " 

19. Student enterp'rises ^. 

20. Student-generated audTovisu'^l 
materials 

21. Tapes 

22. Tutoring ^ 

23. Writing exercises 



Psychomotor (P) 

^ M. Cataloging 

2. Categorizing _ • " . 

3. Demonstrations / 

4. Explorations 

5. ^Games . * 

■ 6* Learning excursions , 
7. Loops feedback) 
^^^..Manipulative activities 

9. Pcrcejjtions (practice)^ 

10. Reprqductioiis, 
,11. Role modolfng"' 

12» Simulations ^ ^ 
r3rSli4p presenjatioiis " 
J4. Tutoring 



'^1 



- / 



0 » 



ERIC 



I. Selif-4wareness • ^ • 

" ^ A . Personality development . * ^ ' 

B. .Development of self-concept ... * 

e; 4)evelopment of self-management skills , / * ^ # ' 

' - % , • • - . . . 

^ 'Self-awareness is defined as tljie"Jlinowledge of and attitudes about oneself, including 
.knowledge of what kinjd of person one is and what one hopes to become. • 

,*^It is important mat learners come to accept and respeSt their uniq^eneSs, in terms, of 
past development and in terms of future development, .as they learn, grow, and mature. 

• ♦ . , * * 

A. Jhe students will explore Ihe perspnalitj^rdevelopment process, which is gradual and ^ 

Individual and- which can be infl^eiiced. ' ^ . v ' • • ^ 

^ !Tb 'facilitate accomplishment' of; the goal stated ab.ove, the teacher will provide 
. instruction designed to-enable the students to: ^ ^ ^ 

Recognize their'own personality traits, and determine the relationship of these traits 
to knoN^n expectations^f employers (A-^S^C-l 4). . ^ , ^ 7 ^ 

- 2: Identify personal characteristics of a/VMiole.person"-1(A-l , A- 18). " . 
^3. Recognire that individuals are 'upi^e, and identify characteristics that differentiate' 
one pjerson from^a^other(A4/A-22,IJ-l): ' . 
^ 4. Understand their uniqCfeness in their Jamily^(|A-?;A-l CO- 

y 5, gwarfe of their relationship to other-community members outside their family 
/ • . (A-7, A-16). • . ' ' ^ . ^ J ' ' 

6. Be aware of changes that occur as they develop anjd begin to mature A-.16, 

7. Ue awjire of personal •physiologicaf . changes, catjabilities, . characteristics, npa 
limitations (A-5). * • . • - • . . ♦ ^ 

8. Be j/ware of theif ability to perform psychomotor tasks (P-1 , P-6). ' * ^ 

9. Be aware of important values and the source^ of these values, particularly as they 
? relate to career decisions (C- 18). . ^ • • . 

i. The^tudpnts will' id.entify those areas'.of self-concept that are variable-^ut crucial to 

career selection. . • * ' 

* To « facilitate accomplishment of the goal. sta(ed above, the ,ttfaphef will provjdp 
iristruction designed t9 enable the studiJnts to: * 
' '1.- Learn that personal history bnd environment' afe crucial aspects of self-evaluation 
' ' '(A-20, A-24)^ ^ ^ ^ ' ' . . n; ' , 

2. • Develop insight into their philosophy as it relates to personal life and work </yl9," 
. A-22,A-23,A-25).' . '.-i > 
. 3. 'Rgcogoi^J the^ relationship of their interests,* aptitudes, and achievements to the 
* , .^r^alizatioti of career and other aspirations (A-5, A-24). . ^ ' 

C^^I^ie .student$.-win develop the self-management^ skills that are .important in problem 
.solving, the use of leisure time, and the selection of a career. ^ ^ . 

'To facilitate afccomplishment oP the goal stated above, the teacfier will provide 
Mnstruc4ion 'designed p enable tliestudijnts.to: ' ' • 

1 : Accept , tjiat decision making- is a process that alf people are involved in on & * 
continuing basis in both their personal and work lives {A-9, A-1 1, A-23, C-16, C-22, 
' P-3). • ^ * . ' • . • • 



2. Acquire skills in recognizing problems, forming solutions (liyppUiesizVlg), identify- ^ 
Vmg lo^cal. implications, artd testing, the solutions by fneans* of Vesearcli ?nd 
^\ppn<;atlon(A-2,»A-19).. ' * ■ ^ ' / . 

Recognize th^t thes; are responsible for the outcome of theifdecisions and that their. 

•Jeciiions may;alYect\others(A-2, A-19). ^ ' . . , , 

4. Recognize that others may or may not accept their decisions (A-2, A-1 9). 

5. Be aware of the relative importance, among decisions, and have knowledge of 
. influences 9n decisions (A-l, A- 19). ' . . • 
4ii.R$jcognize types of gratification and reward as they relate to deqision making and 
' ' prbblei\i solving (A-2, "A- 19). , ^ ' ^ ' . 

' 7. Be aware^(\iat maliy kinds of decisions c^n be tentative and reversible (A-2, A-lP)' ^ 

8. Recogni^ that their "decisions wil^)be based upon their values and* emotions .and 
upon thC;.information that the/ have at the m\)ment of decision jnaking (A-2, A-19)'. 

9. Recogniz"^ that, previous decisions' will affect present and future decisions (A-2, 

^ A-19).^^ • ' ' ; . , V 

10. Realize that decisions involve risk (A-2, A-19). * " 

11. Be awarC that their skill. in decision making and problem solving affects their 
psychological well-being (e.g., sljlf-concept, life goals-, anil mental health) (Ar2^ 

.12. Recogivze that coniproutiise of persqna! decisions is often necessary (A^2, A-'9). 
13. Recognize the nepd for cojistant evaluation* apd possible revision of .decisicftfs (A-2, 

A.19). * . ' • . . . - " \ ' * ' . ' . 

"14. Qfcvelop cohipetency in decision making througli a logic?)l process of problem solving 

•..^ (A-2, A-19). \ 

15. Utilize aMofeical decision-making process for effecting social interaction and making 
.short-mnge aiul lo'n^-range plans (A-2, A-:l 9)., . " 

16. Have knowledg^^-of work or jobs performed in the home by individual memJ>ers of 
thci*r fanfily iin^ themselves (A-;2, A-1 9). ^ ^ ^ * * ' . ' ^ 

17. Have sbnit? knowledge of work performed by people in their immediate neighoor- 
/ libbd (A-2'', A-19). . \ ' - ' ' . 

ll Have some knowledge* of bot'h the service-oriented and product-oriented Occupations 

that })eople engage in within the cdmmunity(A-2, A-19). 
-1*9. Conduct' :|njn()uiry on worker functions, workfcr. traits, types" of ^ork experience', 
and aititiuleS toward work (A-2, A- 1 9). \ 

20. Identify and obtain information about occHpations that are of interest to them and 
for whjch^ they appeai>tb have an aptitude (A^2, A-1 9). 

21. Recognize that health, safety, andMeisyre are factors in tlie Concept of a **whole* 
seir*5A-2, A-16, A-2^, C-2, C-9, C-22, P-1). * • ' 
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• Career Development 

^ A, CareefSv^'arencss 

* B. Cooperative vocational education 
* . C. -Career planning * 

' Career cfevelopmjiint* is denned as^ life-long series of experiences, decisions, and 
interactions tliatje^lt in the formation of a self-image related to an occupational ro!e. ' 

Individuals must, complete sTTccessfully the sfequence of yocational develophicntal . tasks to 
function adequately as consumej^-oroducers within thA- env|ronmcni>'' , , » 

A. The students will gain knowledge of careers and develop attitudes about aVid interest in^ 
<^ them.* ' \ * • ' . ' . A 

To facilitate accomplishment of the goal stated above, the teacher will provide 
instruction designed to enlible the students to: 

1. Develop understanding of the variely qnd complcvxity' of joOcupations and 
occupatipjftt opportunities in the worl^ of work (A-7,~A-8, A-1 1 , ^ 

• 2^ Be familiar with the need for specialization in the world of work as reflected- in 

current occupational opportunities (A-5, A-6, A-1 3, A-24). . ^ 

5. Determine tl>e basic preparation necessary for the perforoiance of the liiajor tasks^ 
associated with various occupations (C-1 2, C-16, C-23). • • 

4. Develop an understaiKling of the relationships between educational experiences and 
career selection and development (A-2, A-3, A-S, A-24). ' 

5. Understand thi^. caretjrs involve progression through stages' of preparation and 
perfomriance and that tliey may involve a change in ba§ic carftjr direction (A-6, A-7, 
A-19, A-25), ' .J ' ^ • X ' /v . 

6. Be aware of career stages within a cho,sen field (C-12, C-15, C-16). 

. " * \/ ^ i ' ' ^ % i 

B. The studentR/Will progreJjs^ througl^ an organized occupational explcjration and care 
. planning program tQ choose an appropriate ooccu^tion and Will -obtain on-the-job 

* trdiningjii that 0(5|:upationabarea. / * ^ . 

To fticilitate accoitipUshilient . of the 'goal stated above, the teacher will provide 
instruction designed to eni|We the students to; * / -s,.^^* . 

, 1., Be aware of tiie fact that present scKool experiences are related to*fliture work 



experiences (A-1 , A-4j A-24X 

- 2. Acquire tlie knowledge and skills that will prepare tliem for work aiid that will 

faciKtate eijtry-levef e^mployment in i specificjob area (C-5,'C-15, C-23). 

/x ^ ' ' A ' ' « . : ' . 

C. The .students will understand the decisioii;maKing process, acquire decisioti-making 

"skiTis, and reach cftreei^ decisions early^^nougli to allow for the development &f' 

entry-level skills. / | ' . . ! . , 

To facilitate accomplishment of, the goal stated above, tlie teacher ^\vill provide 
instruction*designed to enable the students to:; 

1. Utilize resource information to niake decisions about 1m educational and occupa- 
tional plan to follpwjil pursuit of a <^arecr clu)ice (C-1 5, C-23). ^ 

, 2. Be proficient in the process of identifying, gathering, and using resource information 
^ ^as part of tlie process of making decisions related to careef planning (A-I^, j\-22, C-1 , 
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3. Understand the steps nece§safrtocomplete preparation for or pin entry tnto the 
'* careerof their choi£jMiC=^C-5,C-15). ^ ^ 

." ' 4: Continue jilueiitional ai)d occupational assessment, utilizing a logical decision- 
niakiB^rQcess(A-l,ATl9,C.^C-15). . \ *.' - * 

5,^.JdentifV 'personal values ahd characteristics, such \as interests, aptitudes, skills, 
physical characteristics, and educational achievement; that infl uence d ecisions (A-5, 

A-7, A-17, V24). • • ' : ^ • „ *r 

. 6. Develop'an underetanding of the concept of life-style, and realize the effects of a 
' ' V life-style on career selectipn (A-19, A-24, P4, P-12). J ^-^^ 

i. Recognize that a- career choice that involvesjnobiUfy to,meet job responabihties can 
.catise changes in life-style (A-5^-7, ^jT'l 9, A-'20). ^ - ^ . 
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interpersonal Relations 



A. Attitude . • ' • • • . ' 

B'. Sensitivity /empathy ' . , ^ ' . \ 

C/ Social 'skills development 

• Groups and organizations ► 

^ * E.. Employee and employer relations ' 

Interpersonal relatioiTs are defined as combinations of interactions that can contribute 
to or Retract from effective NV^orking relationships involving two or nioje people. 

GoW interpersonal relations are accessary for success m mo'st careers. Mani^ workers 
lose theJr jobs because of poor interpersonal relations. J ♦ 

A. Tlie students will develop pos^tiye attitudes. ' - ^ 

*j ^ , - • 

To, fijcilitate accomphshment of the goal stated above, the teacher wip provide 
^ ' instruction designed to enable the studeqts to: 

1 . Identify thejieed for a positivVattitude, and relate the need to positive interpersonal 
' relat}onshipsM-7,"A-9,C*,C-2). • ' * * ' 

2. Develop and discuss positive attitudes in a group setting (A-21 , A-23, C-^* C-M). 

' . . • ' ^* 

D. Tlie .students will develop sensitivity and empathy. . » ' • 

. To^ facilitate accomplishment of fhe g6al stated above, the ^teacher will provide 
' instruction designed to enable the siiioents toi ' * 

1 . Identify the needs and feelings pi other people (A-24, Q2, C-4; C-1 2). . 
^ 2. Develop the ability to understand wRat* other p^^ople are feeling and trying to 
• commum9ate(A-3,A-ll, A-12, A-19). * J . ' *" . 

3. Identify the needs and positive a^ects oC, "participating in" another persoTi's 
feelings/A-l,A-2,A-7,/A-16). / . 

* 4. Develop the ability to understand how to "participate in" a'nother person**s feelings 
(A-14, a49,-A-20,A-29). ' ' o ' ' ^ 

C. The students will develop relevant socfal skills, which include those skilly jelated to 
t communication, Cooperation, authority /responsibility, and flexibility. * * • 

To facilitate accomplishnient of the goal stated above, the teacher wil^provide 
instruction 'designed to enabl?^ the students to: ^ . ^ 

1. Develop^ an awareness of the various types of communication, and choose the 
appropriate method for specific sit-uations (A-9, A-10, A-16). ' • 

2. Identity the need for and the usefulness of cooperation in interpersonal relationships 
(A-19, A-25,A-26,C«2). / . \ . * ■ ^ 

3. Develop the ability to assume authority and responsibility (A-1 2, A-25, A-26, A-lTp. 

4. ^Develop the ability to be flexible in adapting knowledge, skills,- and attitudef/to 

various ext)eriences (A- 12, A- 14, A-25, A-20). ^f * * 

. ^ V » J 

D. The students wi!l participate in groups &nd organizations that provide experiences in 
' leadership development and style, group dynamics and processes, perso'nal development 

within the group process, different styles of dVganljation, and intergfoup relations. 

To facilitate accomplishment' ol^^the goal started above, the teacher will provide, 
instruction designed to enable the students to: ^ / . 
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1, bevdot) the'abiiity to lead others effectively toward common gpals TA-10, A-23, 

A-24,A-25). • ' \ - " . 

2, Describe existing grdup dynamics, and ideatifyappropnate group structures and 
processes for achieving an organisation's goals ( A-9, A- 1 1 , A-26, 02\ ,^ ^ ^ ^ , 

3, Idei^UV the role of the individual in ^oups.and organizatioris and, the individual*? 
- personal development withjn the g?oUp process (A-2, A-10, A-1 1 , A-14). ^ 

4, Identify and assess the advantages and' disadvantages of different organizational 
• structures for attainment of various group godls<A-13r A-16, A-27, C-16), 

5, Identify and experience the interactions and^ communications between group? with 
% different structures, styles, and goals ( A-5 , A-1 6, A-25 , A-26), ^ 

The students will develop .an. unde^stsmding and/or awareness "of labor organizations, 
marfagement styles, negotiatiQn processes, and employee rights, • - 
To facilitate accomplishment of the goal stated above, the teacher will^ provide 
instruction designed to enable the. students to: _ ^ ^ I . 

' 1 , 'Develop ''afi understanding of labor organizations', mcludiog closed shop% (union) and 
opeji shops (jionunion)(A-13,A-25,C-7,C-17), ' , 

2, Develop an\wareness of management styles thattaffect epiployec and employer 
relationships (A-2,A^1 2, A-1 5, A-22,C-V5),. ; - ' ' 

3, Identify varioijs types of negotiation processes (A-12, A-25, C-14, C-17). 

.4, Develop an understanding df equal opportunity laws' §nd employe^ rights as they 
relate tc employ.ee and employer relations (A-14, A-19, A-25, C-2), - ^ 
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Job Acquisition, Maintenance, Prpgression, 
■ and Ch^iige - . 

: A.. Jobapplicatjcn-proce^-^ * , i ^ * 

• ^ B. "JobsurvR'al / ' * ' ^ ' • 

« • ' C. Job progression 3i\d change * • _ ' 

Jqb acquisition, niaintcndncc^ progression^ and change invpl\^ the processes of securing 
and keeping desired cmployihent within a changing socfoeconomic environmen^, • 

To meet the demaifds of a changing job market, 'the individual must gain competencies ' 
that fagihtatc the- transition -►from school to work, Success within an acquired position/ ' 
advancement wlthin^an occupational area, and adaptability to .different occupational areas.' 

A. The students.will acquire the slIills^associatedAvith applying for "5 job. ^ ^ 

To facilitate aQCoriiplishnient- of. the gqal stated above, the teacher will provide 
instrucfioirdesigned to enable the students tol • ^ ' ^ 

1 . ' Identify work'values and goals, and use "these in selecting a career (A-7, C-1 5, C-1'7, 
% . P-12). ^ " • ' ^/ " ^ 

2. Know how to obtain jinformatjon about jobs fonwhich they have aptitude and Jn 
' which they are inferesled (A-1 2. A^24, C-7, C-1 6): 

3. / Know the use and function of a resume/personal data slieet (A-6, C-1 7, C^23, P-12), 

4. 6n3erstand job classifications ind descriptions, and be able to detemiine whether or 
not they are qualified for a specific job^-13, C-5, C-16, P-2).' f^. ' . • 

5. DevQlop the skills needed to^complete a job application form (A-14, C-1 8, C-23, 
^ P.12). . * . ' ' \ • 

6. Write a' letter of application within -acceptable job-related standards (A-10, C^6^ 
C-22,C-23). • r . ' • . . 

*7/ Develop the skills and attitudes necessary for » successful interaction in a job' 
interview (A-23,C:;18-,P-3,P-12| ' ' . 

' 8. . Realize the necessity for following up on applications andjnterviews (A-7, A-14, 
• A-21,C-23). . • ' . . ^ ' \ 

- B., The students will acquire the basic knowledge, traits, and competencies necessary to 
; maintain a Job. " , * , ^ ^ 

To Jacilitate accpmplishment of the goal statgd til)ove, the teacher will provide 
instruction designed *t6 enable the studentsJpV\^ » 

1. Know what is necessary* for jo^ufvival (c.g., wprk-related diUicb within the scope of 
, occupational orgaiu2atipnsTtC-3,C;lp,C-J 6, C-1 J). . . , < 

2. Be aware pjjtJie^"|)robiems that a new, employee faces during the traming and 
probajjonary Jierijpds (A-7*, A-I2. C-2). ,^ % ^ 

3. Understand job-related etliics of several occupational areas (A-23, A-25, A-26, . 
^ -P-12). './ . * - ^ ■ 

4. ^ UnderstandTthe purppse and importance of bath positive and negafit^e asjoects of job 

performance evaluatio'ns (A-2,"A-22, A-23, C-5). ' 

5. 'Develop. the nec^essary technical skills and*attitjjdes fof success in an occupational * 
o %rea (A-l'l ; A-;>7, C-6, P-8)! * ' 
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6/ Acquire knowledge of the varibus methods and levels of compensation for several 

/. occupations (C-3,C-5,C-17, C:19). ' ^ . 

li Understand the productive value of iob-related interpersonal .relationships 

A-ll,A-26,C-5). ' ' ' ^ 

a' Tlie students will understand the concept and importance of self^direction in jpb 
X progression and change. , « - * ' * t 

To facilitate student', accomplishment^ of. the goal ^tat6d/bove, the teacher will provide - 
* instruction designed \o enable the students to: . ' • ^ 

; 1. Be aware.of job mobility, options in the face of a changing technology A-21,^'^^^- r/ 

S Qrs\CAey -J, ' ' - . .-^ ' ^ ' • ' . 

' 2, Be a^vare of the Various methods of.preservice and inservice trammg necessary tor 
occupatipnar upgrading or fetrdining (C-l 0, C-1 5, C-1 6, C-1 7)./' • _ . ^ 
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• Pers^dijal Moriey Managlment 

A. v Planning and budgeting ' • - 

B. Financial institutions. * ' . " ' , 
/ C. Credit , ^ * . . 

* f EL Consumer practices ' , * 
> , . E. Insurance . * . • * . 

F. Payrbll records ' ^ ^ • - 

• ' G. Taste s . - 

\ ; Hr Social security » , • \ 

I. Personal data records ' ^ . * 

Personal money management is defined as the allocation and u^e of financial/iesources 
to shape a life-style that contributes to the well being of individuals, their families, ^nd their 
communities.^ - .» ' ."^ 

Wise management of financial resources contributes to personal satisfaction, consumer 
competence, and social responsibility. . * * 

" ' : * • ^ . ' . ^ " \ 

A. The students will develop an awareness of the importance of planning and decision 
making in preparing finahc^illj)lans. . _ ' ' ^ 

.To facilitate accomplishment of the goal stated above, the Iglcher \^ill provide 
instruction designed'to enable the students tor ; , • ' \ . ^ 

Develop an understanding of the economic marketplace and the factors thaM. 
influence speridijig patterns, such as personal values, ^cultural influences, and "want^ 
versus nefeds" (A-7, A-24, C-1 5, C-1 6^.^ , ^ ^, ^ 

2. Estimate income and plan expenditures in the process of developing a systematic 
planjbudget) for the^mtinagement of personal finances XA-l 0, C-20, C-23) 

B. Xhe students will be sufficienfly knowledgeable' about the various type^of financial^ 
institutions and the seiyices"^ie institutions offer so that they will l)^ a.hle^o make^wise 
decisions concerning personal Tii\ance^. ' ' • 
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To facilitate accomplishment of the goal staged above, the teacher will provide 
instruction Resigned to enable th& students to: ^ / \ 

1. Be ^aware of the services offered by .banking institutions, including checking 
accounts, nvoney substitutes, savings accounts" loans, and saJil^ deposit boxes (C-5, 

p C-10). ^ . * ■ \, 

2. Identify the services of savings.and loan institutions; and be famihar with the various 
types- of savings accounts, loans, and so forth available from such institutions (A-2, 
C:5,C-17)/ ^ / _ ' \ 

3. Be familiat with Various types of brokerage house investments, including real estate 
and stocTcj and.bonds (A-7, C-^, C-10). ' ' 

The students^ will be familiar with aspects of consumer credit and borrowing to the 
extent that thW will be able to use credit as a useful economic resource. 

To facilitate Wcomplishment of the goal stated above, the teacher will provide 
instruction designed to enable the students to: 

1. Identify the advantages, jdisjidvantages, and resftpitsibihties associated witlvthe use of* 
credit cards (A-17,e-5,C-17)., . ^ ^ f f 

2. Be aware olf the variety of charge accounts available and the advantages and 
disadvantages of each (A- 10, C-5, CyH). . /. 
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.3. HuVc some Understanding of the-responsibilities and kgalities ig'olved in tlie proper- 
use of m§tallment loans (A-2, C-5, C71 7). * * ^ •■ •/__^.'. 

D. ^The students will develop tli/ability' to evaluate infdrmation relar^dm^ consumer rigKts 

andTespo!)sibilitie$[^^^^ . ] ^ j . 

To facilitate ^ccqriipHshment of the goal stated above, .the tocher will provide 

-instruction designe^l6 enable the stude^^^ ^ • 

1. Evaluate altematiyfes 'in the markW^lace, and get the be^ bu^fot^ their money 
' (A-10,e-10^C'V%i-13V '^'^ / ^ ^ 

2. Develop compet^Dies in effective financial management to facilitate the satisfaction 
of needs and wants, through the use of available res^\irces (A;?, A'-ie, C-1 1 , C-16). 

3. Use catalogs, consumer guides, and otheTrefereriee document? in sWecting goods and 
services (A-20, ^-23, P-13): / ^ /• / / . 

4. -^Protect themselves .as <:onsumers througli awareness of cog^mer rights (A-7, A-20, 

•c-2). 'Vr ' ' / * / ' ' / ^ « ^ r'"^^ 

5. l^nderstand their rolc^.as consumers and their responsibilitjf ,in the prevention of 
theft and fhe reporting of complaints (A-7, A-23, C-5, P-13).;; 

E. The students will develop, an understanding of the various types of insurance coverage 
and the factors relevant to planning an insurance program to cove^ jheir needs 



Ta facilitate accomplishn)pnt. of the goal stated above, tlie.' teacher ^will ptovide 
; inS^Vtion'^esigned to'enable the students to: . , y ^ 

I.* Define common insurance terms (5-5, C-23).' * ^ 

J 2. Identify the relevant factors in qualifying fpr insurance coi^erage, such as age and 
geographical location (A-24, C-2, C-3). . . , . 

3, Be'aware of the types of.aptomobile Insurance coverage, and select the appropriate 
^ coverage to meet individual needsXA-7, C-2, C-1 7). ^ ' . _ ' 

^ *4.- Understand^tlie^nSed/or health and disability insujance, and Identify the basic types 
V oTsuch insurance (A-7, C-2, C-1^). ' ^ 
5. Understand the importance of life insurance as a protection for dependents, and-be 
familiar with the basic types^of life insurance (A-7, C-2, c54J). ' * 

* 6. Identify a reason for obtaining persorfaHjprAperty insurance lAr7, C-2, C-IJ). 

F. The si^ulents will understand basic information c-o^ncernin* laxes and- tax forms, 
' deductions,- and payments. ,1 

Torracilitate accomplishment of the gpal stated above, the/ teacher will provide 
instruction designed to enable the students to: 
• 1. Have some understanding of current federal and state jncome tax procedures CA-6, 

c-7,p-i3). ' ; . 

2 Complete and file current tax forms for individiTal or joint tax returns (C-7, C-17, 

3/^ Define current excise taxes (C-7, C-17, P-11). * ' - s 

4, Identify current saleV m rates, and point out the percentalje^differcnc^s between 

• rates in various states (A-21, C-2,T-3). 

5, Enumerate the various property 'taxes, and identify those properties on which the 
taxes are levied (A- 1 , C-17, P-6). • >: , 

G. The students will compute payroll ' deducfions and develop'and maintain personal 
payroll records. ^. . \ , 

To facilitate accomplishment of the goal stated above, the lencher will provide 
instruction designed to enable the students to: . . \ ' * 



1. Define and compute payroll deductions,*. s.uch as insurance premiums, union dues, 
loan payments, charity contributions, and retirement, to the degree that they wjU be 
able to maintain accurate records (A-21 , C-2, P-1 1 ). 

2. Define and cpmpute payroll time and ^earnings, using appropriate techniques and 
procedures (A- 19). . ' 

H. The students will have some knowledge of the federal social security system. 

To facilUate' accomplishment of Ihe goal stated above, the\teacher will provide 
' instruction^designed to enable the students to: ' ^ . 

1 . Define th'e purposes of social security and the procedures for quaUfying for social 
security payvments (A-21, C-14, P-1 1).. - ' - i 

^ 2. Identify general soci^pcurity benefits (A-21 , C-14, P-1 1 ). ' 
. 3. Be aware of the nBical and medicare' benefits available through social security 
(A-21,C-5,€-15,P-6% • • ' 

I. The students will develop the basic sl^lls needed to maintain adequate records of 
/ personal finance and other person^ data.- <. . ' 

To facilitate accomplishment' of the goal stated above, the teaSher will- provide' 
instruction desigried to enable the students to:. ^ , ^ ' 

1. Define.. the purpose of and procedure^.for establishing essential pefsonkl financial 
' records needed to complete a personal, monthly budget, a p.ersdhal property 

statemfehl, and a net' worth statement (A-21', C-23, P-1 2). 

2. Identify/the recoriis , needed to maintain personal data pertaining to 'credit and , 
ownership^ ^^i\king, an automobile, taxes, health, insurance,, Avills, education,. and 
vvorktrainingNpird experience (A-21, C-23, P-1 2). * ^ ^ 
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VI. General Skills Development 

^ A. General communication skills >. ^ 

B. Oral skills ' * • * . ' ^ 

' " C. Writing skills^ % \7 ' ^ 

D. Computation ' \ ■ "^'^ . / 

^ . E. Comprehension *. 

F. Reading ^ills ^ i 

G. Reference material^ ^ ' ^ * 

General common pole skills'" are defined as those cpmpelencies that ^re required in all 
occupations and/or careers .and that reflect basic skills in communications, computation^ 
comprehension, and the use of reference materials. * ■ . , ; ^ * 

The ability to survive in today's society requires certain basic competencies. Everyday ^ 
activities necessitate the use of comrnunicJition and computational skills, such as reading, 
w/iting, listening, assessing, and. evaluating. Such processes may involve the functional ^ 
utilization of communication; cofnputation, aitd reference devices or senaces, ^ 

A. Tlie students will acquirenhe necessary communication skills or knowledge^o be able to 
perform effectively in everyday situations and occupational settings. 

To facilitate accompUshijient pf the goal stated above, the teacher will provide 
instrucjipn designed to enable the sjudents to: 

1 . I^velop thobe input skills .that promote effective communication, including skills 
\nd techniques of observation, listening, and research (A-6, C-12^ C-16, P-3)* , 
*2. DemoltStrate the use ot putput skills, such is organizing, writing, ^nd speaking, as a 
^ 1 means of cohimunicatinj; effectively (A-6, C-6, P'2, • ' v. 
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;he students will improve th/Jir^communication skills through the development of oral 
cohimiiniQatidli techniques.^y/, , . ^ » . ' * 

ro-,tacil|tate accomplishnient or the goal stated above, the teacher will provide 
instruction designiyi to enable the students to: ' ^ ' 

r. .bei^onstratc competence iw-H^fiWft dividual techniques of oral communication, 
including voice control, articulation, pronunciation, body language, and expressive: 
^ gesturesAA-l 6, C-6, P-9). \ ' ^ , 

2. Determine the reason c . reasons that a given oral^ communication was or was not 
: effective (A- 10,A-2r,G6.P-3). . ' ' ^ 

3. , Demonstrate effective oral 'communication in -practical iTpplications, such as a 
telephone conversation, a voice recording, or a \4deo tape production (A-7, A-10, 
A-25,C-3). . . " ' ^'^ . / 

The students will develop the ability to communicate effectively in wntmg. . 

To facilitate* accPmpiishment of the .goal stated above, the teacHei^ wiU' provide 

instruction designed to enable the students to: . . ' , \ 

1. Identify proper sentence structure in written communication (C-3^.C-6, C-9,C-23). 

2. Utilize correct grammar, punctuation, capitalization, spelling^ and form in written 
mi}terials;(G6,C-9,C-23,P-3). ^ V . " 

3. Be proficient in handwriting techniques and typewriting skills (;C-5;C-6, C-23, P-3). 

4. Construct effective written communications, ^uch as simple reports, letters, memos, 
: notes, summaries, and resumes (C-6, P-3, P-12). 



D. The students will show improvement in the general cofhputational skills essential to 
functioning effectively ih everyday social activities, occupational activities, and personal 
activities. * . 

To facilitate accomplishment #of the'^goal stated above, the teacher will provide 
instruction designed to enable the*students to: 

I . Solve whole number addition and subtraction problems, incKiding problems that 
. involve the operations of borrowing and carrying (C-6, C-8, C-9, C-1 1 ). * • ' 

2. Solve whole nmnfeer multiplication gnd divisioa problems, including long division 
* problems and division problems \^ith a remainder C-8, C-9, C-i 1 ). 

3. Solve addrtton, subtraction, multiplieation, and division problems containing like 
fractions, unj^ fractions, and/or jiiixed numbers (C-6, C-8^ C-9,,C-1 1). / \. 

4. Solve addition,^ subtraction, multiplication, and divi^sion problems containing 
decimal fractions (G-6, C-S', C-9, C-1 1 ). ^ 

5. Solve problems involving p'ercent, i.Mcluding dianging decimals aftd fractions to 
percents, changing percents io decimals and fractions, finding a percent of a number, 

'•-r finding what percent ope number is of another, and finding^* number when a 
percent of that number i5 known (C-6,*C-8, C-9, Q"' 1 )• / 

6. Solve problems iji which a common unit of a linear, weiglit, volume, or temperature- 
ineqjjurement is usetl; and cQnvert one iijiit of measurement -to andthei:^by, using 

' simple- nieasufinii devices (C-5» C-9^ C- 1 1 , C-1 2^. ^ " ' . * 

7. Determine the best combination of bills and coins in tiie making (Jl^iange XC-3, C-6, 
<^9,C-11). ' * ' ' ' V ^ * ^ ^ " ^ 

8. Find the average qf up to' five^iumbers (C^5; C-6, C-8, C-9).. ; 

- ^ 9. Construct, read, and interpret line, bar, and circle graphs (C-6, C-8, C-9, C-1 [).^ 

10. Solve probleri>s in which nnjtric units^of linear^ we?glU,- volume, and temperature are 
* -Useld; convert from unit of measurejiient to anofher;^nd, when lippropriate, 

. cojjvert froip one scale (e.g., metric) to another (e.g., English) and vice versa (C-5, 
* C-8,C-9,'C-11). 'v-*' ^ ' - \ ' ' 

1 1 . Solve addition, subtraction, multiplication, and division problems in whichjetters 
are used' for numerals; and use simple forniulas to solve problenfl*fC-5, C-8, C-9, 

/ c-fi). ■ .-• • . . ^ ';v- . • ■ ■ 

The students will improve theic reading comprehension skills. ^ . ' o - 

To, facilitate accomplishment of t\Y^ goal stated above^ the teacher, will provide 
i^istruction designed to enable the students to: ' " ^ , 

1. Develop their skills in^ such areas as identification of mtroductory and concluding 
sentences; use of*^ table of contents; use of key terms;, aoajysis of (fopcept; use of 
questions at the end of chapter^,: and notetaking (C-6, P-7, P-9). / 

2. Increase the speed with which they'^read, througli; the use of the center page 
technique, word recogiiition skills^ 'material preview,; and reading" of concluding 
sentences and paragraphs (C-6, R-7, P-9). ' ^ . - ' 

^ 3. Learn to use, reading review techniques, such as the study of the title 'page, 
ids?ntificajtion of key inforjnation, and reading^^f the preface and 'selected parts of 
'thematerial(C;6, C-12,.P-7, P-9). ' - * * 

F. The students will develop communicatron and reading skills and increase their interest in 
reading. , ^ ' ^. * ' \ : " \ " 

To facilitate accomplishment Qf the goal. stated above, the teacher .will provide 
instruction designed to enable the students Jo: 
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I. Becoiiie acquainted .with a' wide variety of readiiig -materials that wiir stimulate 
.groivthWd interest in reading (C-2)'. ' , , ■ 1 t 

.2. Imprpve_their -word,attaclc skills;, and incj^ase their basic vocabulary througli 
knowledge of roots, prefixes, and sWfixes,(4F7,A-l 9, A-20). .. ■ 

" ' 3. Read supplementary materials that pertaii/to vocations and that vviU helR'themgim 
inaghts into universal human endeavors arfd problems (A-4,A-23,A-24). ■ ( • 

" ' ■ 4. Evaluate both the form and content of Wpvury i^aterials (A-5, A-20, P-2). 

5. Use reference materials -to find data (A'^,X-5). » o/po\ 

6. Use a table of contents, an itjclex, a glossary, and footnptes (A-7, A-24, P-3). 
' * 7. Increase usable vocabulary (A-24,A-25,C-ir,C-23). , 

• 8. Develop efficient "study habits through increased proficiency m reading .CA-24, 

C-f t C-23). • ' ' ■ • * 

9. Find' main ' ideas _ in paragraphsT and aetermine relationships bet\yeen m^in,and 
* \ ysubordinateideas(A-19, A-24,C-6,C-14). • :' 

To. Understand the author's purpose, judge the validity, of various statements, and 
, \ • understand the meaning-of the material they .r^d (A-6, A-9, A^23, A-24). 

II. Rejid their own writings with sufficient skiU'to recognize errors ami to improve upon 
. ^ructure(A-14,A-24,P-9,P-10). ^ . ^ 

G. The students will know the value and use offgenferal^^. specific-reference materials. " 
5 Tq, facilitate accomplishment of- -the "goal, stated above, the teach* wUl Rrovide 
Instruction deslgne'd'to enable the students to: . » * , ' 

1/ Identify-'^dutilizs the vkious services of a library (A-6, C-1 4, P-l 2).;. ^ 

2! Identify fhe-purpose a^d use of ^6neral referen.ce books, such as dic^ionanes, 
eiKyclopedias, almanacs,.aflaseS^^gazettegrs, and directorier(A-6, C-14, P-12^ 

3 " Identify the purpose of, and use, career-oriented books (A-i, C-14, P-1 2). ' \ 
. '4. .Identify specific^fanguage that is as.sociated, with libranes and that is needed ft)r 

* jading reC?rence> works i(A-7,C-o,lP-l,P-7). •• / . 
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Detailed Outline 6f Vocational Education 
Common Core Curriculum 



I. Self-a-.varcncss * ' 

. .;A. Personality development 

L, -Personality trails , 
2?^Bersonal characteristics 

3. Uniqueness of individual 

4. Uniqueness oPfamily, 

5. Relationship witht:or\un6nity' 
6» Self'Change because of growth 

^ 7. Psychological factors 

8. Asscssmentbf psychomotor skills 

9. Vakies related to career decisions, 

B. Development of self-concept \ 

^ 1. Personal history ahd environment ^ 

2. Insiglits into personal life hnd work life 

3. Relationship of interest and aptitude^ 
to capreer* - 

&. Development of self-management skills , 

\i DecisioD making / - 
2, Recognition of problems and solatibns 
^ *3. Decision outcomes- ^ \ • 

^ 4: Decision acceptance * 
^ ' 5w In/j)ortanca and influence of decisions 

6. Rewards , 

. ' .-^7. Reversibility of decisions 
S.^Emotiojial and value bases ^ 
9.; Time 

« 10. Risk . * \ • • ■ 

11; Psychological well-being 
12. Decision apd compromise 

• V 13. Evaluutioa 

togic fn problem S9lviog 
15. Social aspects . , <' 
-l;6i Fami}y influence > 
17%\Neigl^borhood:nfluence^ ^ 

18. ComSiunity influence >^ 

19. Research and experience^ 

20. Occupational information ' ^ 

21. ' Health, safbi^, and leisure 

II. Cate'er development 

* A., Career awareness 

1. OccupaU^nal opportunities and 
^ v.informatioji 

Occupational t/cnds ^ , * 



3^ Educational information- 

4. Educational trends * 

5. Variety of occupational experiences 

6. Expansion of knowledge about jobs 

Cooperative vocationareducation ^ 

1. Related educational experience 

2. Development of skills 

Career planning ' 

^.-Decision mc\king in tl\e career pl|in, 
-2. Information-g^hering process 

3. Entry 

4. Evaluation of plan . . j 

5. Self*assessment ^ 

6. Life-^tyle * r 

7. Mobility. 



ill. Interpersonal relations 
.A. Attitude 

' 1. Needs . ^ 
"> ' 2^v Positive attitudes 

. ' ^ B.- Sensitivity/empathy 

1. Need for sensitivity • 

2. Ability td be sensitive 
X Need for empathy 
4. Ability to empathize 

- « C^^ocial skills develojj^ment , 

- 1. Communication] 

2. Cooperation 

3. Authority/responsibility' 
'4. Flexi{)iUty 

, D. Groups and organizations 

I . Leadership development and styled 

v2. Group'dynamics and processes 

' 3. Personal development within the . 

: group process ^- ^ 

4. Organizatipnal structures 

5. Intergroup relationships 

' E. Einpjoyee and employer relations 

1.^ Labor organizations 

a. Closed shopXunion) 
• b. Open shop (nonunion) « 

.2. Management styles j 
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3.^ Negotiation processes \ 
4rEqu^ opportunity la>vs and employee 



ri^^ 



1/ 



IV. Job acquisition, mainteVa'nce, progression, and 
change • • .\ " * 

V 

A. Job application process 

• ' I. Work values anil goals 
- • \ 2. Possible employers ^ * 
/^.""Resume/personal datasheet • 
4. Jo^^cjassifications aW/descriptions and 
• , ^ }, relationship to personjiLdata 
.;5r:.Appllcations 
" ' ' Social security nun\ber 



bA Forms - 

6. Leqer of application ^ 

7. IntervieNvs 



\ 



1^ 

I erlc 



; 8. Follow-up on job applications 

. Jobsiuvivak^ ^ ^ ^ f> 

l.;Qrientatft^i " . ! * 

a. Job ^description and duties 

b. Enlplo^ce handbook 

c* Company organization and 

, ' operalionV 

d/ Company ajrectory ^ 

e. - Employec.organizations 

f. Pay(oll Calculations 

.2. Initial job identification 

a. Training A ' ' 

b. ' "Probation 

c. '- Safety (Occupation^ Safety and^ 

Health Act) ' 

3. Job-related ethics ^ 

4. Uvaluation ^ 
a. 

5. Technical skill development 

a! Use of tools and equiprneftt 
• " b. Speed' and accuracy \ 
' c. Pride in workmanship / 

6. Compensation- 

• a. , Wap.es 

b. Salary- 

c. Piece, \^rk ^ 

d. Colnmhsion 
J c. Fringe benefits 

7. Sense of "teamwork*' . 



Criticism 

Performance reviews 



'C. Job progression and change 
M. ^Rationale 

a. Job.mobility 

b. Cha'ngingtteihnology 

2. Continuing education _ ^ 

*^ a. Trade school 

* ♦ - •b. . Technical ^school- 

c. . On-the-jobrtfaining * , 
• d. Community coJlege 

e. ' Company training classes- ^ . ^ 

f. Seminar* and confer8nC€s 

" / g.^ College and-university * « 

h. Community education . ^ 

i. U^of,catalog3 and registration process 

Personal money management . 4 

A. , Planning and budgeting T 

1. Personal finance* planning 

^ * ^ . 

^. "The marketplace ^ , 
^ b. Analysis of personal values and ' 
, sending patterns 

(1) Cultural influences . 

(2) Wantsiversus needs ' ' - . 

2. Pjcparatioapf persojial budgets * 

a. • Income,estimating 

b. Expenditure planning i . - 

* * c. ' SysteWtic plan for pers6n%[ finances ^ 

B. 'Financial msUtutions - , . 

1. Banki ' * ' ' , • 
a. Checkiijg accounts 

" -b. Money substitutes ^ 
/ d Savings accpunts and loans 
, d. ''other Services 

2. Savings and loaii institutions • 

a. i)avings accounts 
^ b. lx)an regulations \ 



3. Brokerage houses 

a. Stocks and bonds 

b. Real estate 

*^ c. Other services * 

•C: Credit'^ 

i" Credit cards 



,4. 



2. Charge accourits . 
.3. Installment loans 

Consumer practices . 

1. Buying ' 
*2.'£,*onding 





^ /3/ Ordering through'catalogs 
/ 4. Consumer protection 
5. Consumer responsibilities 

a. ^ TheVt prevention 

b. • Comnlaints 

E. \Insurance 

{I. Definitions 
^, Coverage fact\^rs 

Atitomobile 
4AHealth and disaljility 
• S.Vife 

* 6. rroperly (PersonM) 

k Taxes\ \ 

\ 1. Feaeral and state income taxes 
^ \ 2. TaxVeturns 

3. Excise taxes 

4. Sales taxes 

5. Property taxes 

, G. Payroll records' • * 

1. Time and earnings 

?. Payroll deductions 

-d. ^Insurance' 

b. Union di/bs ' 
* ■ 'j 

^ c. Loan |xiyinc-nt$t 

Charitablc^fg^nizations 
e,;* Retirement 

H. Social security 

l^/IfifbrmStion about socijvl secuitly 
. r.'^. Benefits of social sea(iri{y 

. . a. Rehabilitation 

b. Students eigJUeen to twenty-two 
vears of age 

cr^ijctirement 
' d. Disability^ 
e. Claims y 

3. Medical ;jnli medicare benefitr 

a. ' Medical msunlnce payment 

procScfures | ^ 

b^ .Medicare benefitsin a nursing 
home . I 

c. Home health care 

I. . ^Personal data records 

.1. Fl^nancial records 

\ Monthly budgcjt, expenses, and 
\cash flow * • 

'ir. Personal property schedule 
c- Personal finances and net worth 

2.,0fher records 

a. Creuit ai]^wnership 
bi< Baulking . ^ 



C. ^Automobile 

d. Tax 

e. " Health - 
U Insurance 

g. Wills 

h. Records of education, experience, 
' . and training 



"--VI-Gfeneral skills development 

• ^: 

- A. General communication skiHs' 




1. Input skills ^ 

a. Observing 
^J>. Listenmg 
c. R^arch 

2. Otitput sfiills- 
u. Organizing 



/ : 




1. .Sentence structure 

2. Griammar 
' 3. Readability .. 

4. Applications \ 

■ - / ■ 

D. Coinpiitation . . ;i 

l.y\dditiop^id subtraction of whole 
' nuinb^frs ^ 
* i Multipli 



^multiplication and divis^pn of whoje"'' 
/ ^ numbers • • . 

,3. {fractions * ^ ^/^^ 

4. Decimals " 

5. Percents » • 

6. Measurement 

7. Making change* 

8. Averages , ^ ^ 

9. Graphs ^ , 
*olO. Metric units 

11, Formuhis 
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*E. Comprehension ' ^ , 

1. ' Reading for cuinprehension 
. 2. Speed itadin^ ^ 

'3. Reading for Ireview 

F. . Reading skills 

K Reading materials 

2. Word study/Vocabulary 

3. -Supplefnen^ary materials • 

4. Evaluation of library materials 
'5'. Reference material , 



6; Table ^^f contents.-^ ^ 

1. Vocabulary developnicnl 

8. Readingyfficiency • 

9. Primary and subordinate concepts 

10. Purpose of ^uthor . ^ 

1 1 . Self-afJpr^lsal in' reading skill 

G.V Reference materials 

, 1. The library \ . 

2. General reference books 

3. Career-oriented book§ . 
V4. Specialized lapguagc 



\ 



. r 



\ 
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